
DEPARTMENT OF GENERAL SERVICES 
RECORDS MANAGEMENT DIVISION 

RECORDS RETENTION AND DISPOSAL SCHEDULE 

Schedule No. £ ^'/T/ 

Page 1 of 2 

Agency 
Washington County 

Division/Unit 
Finance/Purchasing 

Item No Description Retention 

Purchase orders (yellow copies by vendor) 
-contains but not limited to: purchase order, requisition, 
request for emergency purchases, correspondence, grant 
contracts, brochures 

Purchase orders ( blue copies by P.O. number) 

Bids received in conjunction with other agencies 
-contains but not limited to: bid award notice, tabulation sheet, 
adding machine tapes, correspondence, notification of price 
changes, exemptions certifications 

Bids issued by Washington Co. purchasing 
-contains but not limited to: invitation to bid list, bid 
description, change order, notice to proceed, correspondence, 
letter of transmittal, award, proposal, anti-bribery affidavit, 
bond 

Quotations for services, materials, equipment 
-contains but not limited to: quotations sent, request for 
quotation, adding machine tapes, corrected billings 

Engineering drawings: design/construction drawings for 
various county projects, submitted with bids for 
construction/rehab proposals 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Retain for five (5) years and 
until all audit requirements have 
been fulfilled, then destroy. 

Approved by Department, Agency or Division Representative 

Date June 21, 1999 

Signature iZSl̂ 'i V ^ ^ ^ n ^ 
Type Name JoniiL. Bittner 

Title County Clerk 

Schedule Authorized by State Archivist 

Date 

Signature, 
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Item No Description Retention 

7 Telephone work orders 
-contains but not limited to: correspondence, copies of 
telephone bills, proposals, service requests, work papers, 
sales/service agreements 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

8 AT&T pay phone commissions 
-contains but not limited to: commission payment reports, 
pink account tickets, correspondence, contracts/modification 
revenue account master lists, adding machine tapes, 
commission agreements, brochures, listing of pay phones 

Retain for three (3) years and 
until all audit requirements have 
been met, then destroy. 

9 Misc. subject files 
-contains but not limited to: correspondence, specifications, 
contract affidavit, addendums, project information, invitations 
to bid, proposal, notice to bidders 

Screen annually. Destroy 
material having no further 
administrative, fiscal, legal or 
operational value. Retain 
permanently any material that 
serves to document the origin, 
development and 
accomplishments of the 
department. Transfer 
periodically to the Maryland 
Archives. 

10 Vendor cards: index cards listing vendor name, address, 
telephone number, contact person, equipment, services, 
material offered 

Retain until updated or 
superseded, then destroy 
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Retain for three (3) Years and until 
all Audit Requirements have been 
Fulfilled, then destroy. 
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